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Elder Benefit Specialist 
Position Description 

Model Form 

 
Position Summary: 

 
The Elder Benefit Specialist (EBS) provides individuals 60 years of age and older with 
information, assistance, and advocacy, in the three main priority areas of public benefits, 
housing and consumer issues.  The EBS is also responsible for coordinating outreach and 
education to older persons, service providers and professionals in the community. The 
EBS acts as a consultant to other service providers and professionals. 

 
Essential Duties and Responsibilities: 

 
The following duties are normal for this position. They are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 

 
   Treat all clients with respect and dignity 
   Assist clients in determining benefit eligibility for all public benefit programs. 

Assist clients in completing eligibility forms when client is unable to do so and no 
other assistance is available. 

   Ability to communicate detailed/complex information to clients 
   Ability to gather, analyze, and evaluate information for clients 
   Ability to research, analyze and resolve problems 
   Provide health and long-term care insurance benefits counseling.  Acts as client 

advocate on insurance issues, including recommending changes and submitting 
complaints to the Office of the Commissioner of Insurance. 

   Under the direction of the supervising attorney, prepare factual evidence and 
briefs  for  appeal  of  denied  benefits;  provide  advocacy  and  representation  in 
matters which require review, waiver, reconsideration, including hearings before 
an Administrative Law Judge. 

   Adhere to confidentiality standards 
   Maintain accurate and complete client records 
   Maintain current knowledge of public benefits available to older persons in the 

areas of health care financing, income maintenance, home and community based 
services, consumer finance, and other elder law areas. 

   Develop and presents informational materials for the media, organizations, and 
the general public. 

   Provide public education and/or training on issues affecting the rights, benefits, or 
entitlements of elderly persons. 

  Initiate advocacy which has consequences of broad significance in preserving, 
protecting, and expanding the rights and benefits of older persons. 

  Establish or expand local State Health Insurance Assistance (SHIP) Volunteer 
program and provide volunteers’ training and supervision. 

   Attend trainings as required 
   Complete reporting requirement for the EBS program and for the SHIP in a 

timely manner 
   Coordinate with local Pro-Bono Attorney Program and make appropriate referrals 
   Make referrals to other agencies and services, when appropriate 
   Perform other related duties as requested by supervisors 
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Required Qualifications: 
 

   Bachelor’s degree, preferably in a human services related field. 
(Educational requirement may be waived by the state Legal Services Developer if 
the individual has a minimum of four-year experience in income maintenance, 
insurance, or medical billing fields). 

   Valid Wisconsin driver’s license 
 
Knowledge, Skills and Abilities 

 
   Knowledge or experience with public benefits preferred 
   Excellent written and oral communication skills 
   Ability to read, interpret, and apply regulations governing eligibility for benefits, 

and work with supervising attorney for clarification 
   Ability to advocate on behalf of older people 
   Ability to travel to consumers’ homes, when necessary 
   Experience working with the elderly preferred 
   Ability  to  attend  and  successfully  complete  initial  and  ongoing  trainings  as 

required under Chapter 9 of the Wisconsin Aging Network Manual of Policies, 
Procedures and Technical Assistance 

   Microsoft Word Office Software (or McIntosh) experience 
 
Supervision 

 
   EBS works under the general supervision of the local agency director, while the 

legal assistance provider has primary responsibility for substantive case 
supervision. 


